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Course Objectives

� At the end of this course, individuals should be 
able to use the Budget Formulation System to:
� Distribute Full Time Equivalents (FTEs) and Travel 

Dollars to sub-pools.
� View phasing plans
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Course Objectives (Cont.) 

� At the end of this course, individuals should 
understand:
� An overview of the system and how it is integrated
� The business context for using the system
� The roles that are in the class
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Benefits of Service Pool Planning

� The Budget Formulation System provides 
a means to:
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Service Pool Planning 
Business Process Overview 

and Role Overview
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Role Overview

� The two roles in the class and how they 
are different

� Service Pool Authorizer
� Distributes the Center’s SP authorizations for FTEs and 

Travel $ from Service Pools to Sub-pools.  
� Has access to the Service Pools – Secondary FTE 

Distribution and Service Pools – Secondary Travel 
Dollar Distribution folders.

� Service Pool Requester
� Requests FTEs, Travel, Service Pool units, Other Direct 

Dollars and WYEs at the sub-pool level.  
� Has access to the Svc Pool (FTE, Travel, SP, Other 

Direct $, WYE) and SP – Phasing (Other Direct $) 
folders.
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Service Pool Planning Business 
Process Overview

� Key Points:

� The overall goal of the functionality
� The “process” as it relates to the system, i.e. what 

gets entered first, where it goes after you are done 
with it

� What is happening in the different phases of the 
budget cycle

� Negotiations (requested vs. authorized)
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Visualizing the system
Center Control Planning FTE Dist.

Center

Organization

• FTEs
• Rates
• Travel $

Organization

• FTEs
• Rates
• Travel $

Organization

• FTEs
• Rates
• Travel $

Center Control Planning

� This data is used by the Center Organizational FTE Authorizers to 
do the distribution of FTEs throughout the organization.

This process is covered 
in a separate BF 
Training Course. 
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Center

Organization

• FTEs
• Rates
• Travel $

Organization

• FTEs
• Rates
• Travel $

Organization

• FTEs
• Rates
• Travel $

Primary Distribution

� This data is used by the Secondary Authorizers to do the primary
distribution of FTEs to WBS’, sub-pools, Corporate and Center G&A 
pools.                                NOTE: Project Definition is defined as a UPN 5

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Visualizing the system
Primary FTE Dist.

This process is covered 
in a separate BF 
Training Course. 
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Organization

• FTEs
• Rates
• Travel $

Organization

• FTEs
• Rates
• Travel $

Organization

• FTEs
• Rates
• Travel $

� This data is used by the Service Pool Authorizers to do the 
secondary distribution of FTEs from Service Pools to Sub-pools.

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Secondary Distribution

Sub-
pool

Sub-
pool

Sub-
pool

Sub-
pool

Sub-
pool

Visualizing the system
Secondary FTE Dist.

Covered during 
this course!
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� This data is used by the Service Pool Requesters to request FTEs, 
Travel $, Service Pool units, Other Direct $ and WYEs.

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Projects/Programs

Service Pools

Corporate G&A

Center G&A

Sub-
pool

Sub-
pool

Sub-
pool

Sub-
pool

Sub-
pool

Visualizing the system
Sub-pool Requests

Sub-pool Requests

Covered during 
this course!
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Service Pool Planning Activities

� Service Pool Planners reconcile last year’s service pool FTE 
Requirements with preliminary agency guidelines.

� Service Pool Planners estimate and negotiate requirements for FTEs, 
Travel dollars, WYEs, Other Direct dollars

� Phasing of Service Pool requirements for FTEs, Travel dollars, WYEs, 
and Other Direct dollars.

� Service Pool Estimators define Service Pool capacity, rate, and 
revenue plans.

� Service Pool costs are allocated to projects.
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BF Navigation Overview
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What Are the Primary 
Sections of  a Typical Screen?

� Screens have three primary areas:
� Header area
� Input Area
� Output Area

Header AreaHeader Area

Input AreaInput Area

Output AreaOutput Area
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Service Pool Authorizer
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Process Flow: 
Service Pool Authorizer

Log On Enter Header 
Data

Review 
phasing

In the Service Pool Secondary FTE & Travel $ 
folder, the Service Pool Authorizer distributes 
FTEs, Travel $, Service Pool units, Other 
Direct $ and WYEs.

Open 
Service Pools –

Secondary 
FTE Dist and Travel $ 

folder

Distribute
FTEs, 

Travel $, SP units,
Other Direct, WYEs

to 
Sub-pools

In the Service Pool Requester folder, the 
Service Pool Requester requests FTEs, Travel 
$, Service Pool units, Other Direct $ and WYEs.

1

2
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Secondary FTE Distribution
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Distributing Annual FTEs 
to Sub-pools 

� Goal: Take the annual Service Pool FTE Control 
Total and distribute it to the Sub-pools within the 
Service Pool.

� Steps: Entering header data: 
1. Log On
2. Open Service Pools –

Secondary FTE Dist Folder
1. Enter Header Data
2. Click on FTE (Annual) Button
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Service Pools –
Secondary FTE Dist

FTE Annual Input LayoutFTE Annual Input Layout

Header DataHeader Data
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What is header data?

Header data is the data that you want to pull from the database and plan.  In the Service 
Pool Secondary Travel $ Distribution Planning Folder, the data that you specify is the 
following:

Center The Center for which you are planning
Budget Year The Budget year you are planning
Agency Version The Agency Version you are working in (A001= Center 

PrePOP, A002= Center POP, A003 = Enterprise Review, 
A004=Agency Review,  A005 = OMB Submit, A006 = 
Congressional Submit)

Center Version The Center Version you are working in (C001-C005)
Service Pool The service pool from which FTEs are distributed
Organization NASA organization from which FTEs are distributed
Fiscal Year The fiscal year you are working in (Budget Year – 2) 

(used for phasing layouts and delta layouts)

Header AreaHeader Area
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What goes in the Input Layout?

Guide Type Inguide or Overguide
OG Type Overguide type: For Inguide data, always use the unassigned (#) 

value.  For Overguide data, options are New Initiative (NEWINIT), 
Augmentation (AUGMENT) or Price (PRICE).

Sub-Pool List of sub-pools for a Service Pool.
FTEs per Year Enter FTEs for two previous years, the budget year and four outyears

FTE Annual Input Layout - Input AreaFTE Annual Input Layout - Input Area

1) Click the append row button to add row.

2) Enter the following

3) Click the Refresh/Resort button to sort the row of data that you entered.
4) Click the Recompute button to update the sub-pool FTEs and costs.
5) Repeat for all of the sub-pools that you are responsible for.
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Where can I see the output?

1) Click the FTE and $ (Annual) output button to view the output area. 
2) The following information is shown:

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative 

(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).
Sub-Pool The sub-pool assigned to the FTEs.
FY 20XX FTEs FTEs for two previous years, the budget year, and four 

outyears
FY 20XX $ The dollars associated with the FTEs. (equal to FTEs X 

Rate)
Totals The totals for all organizations listed.

FTE and $ (Annual) Output Layout FTE and $ (Annual) Output Layout 



BF Release 0.5 Training – Revision 1 Slide #23

Secondary Travel Dollar 
Distribution



BF Release 0.5 Training – Revision 1 Slide #24

Process Flow: 
Service Pool Secondary Travel $ 

In the Service Pool Secondary Travel $ 
folder, the Service Pool Authorizer will 
distribute Travel $ to Pools.

Log On Enter Header 
Data

Review 
phasing

Open 
Service Pools –

Secondary 
Travel $ Dist 

folder

Distribute
Travel $

to 
Sub-pools
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Distributing Annual Travel 
Dollars to Sub-pools 

� Goal: Take the annual Service Pool Travel $ 
Control Total and distribute it to the Sub-pools 
within the Service Pool.

� Steps: Entering header data: 
1. Log On
2. Open Service Pools – Secondary 

Travel $ Dist Folder
3. Enter Header Data
4. Click on Travel $ (Annual) Button
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Service Pools –
Secondary Travel $ Dist

Travel $ Annual Input LayoutTravel $ Annual Input Layout

Header DataHeader Data
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What is header data?

Header data is the data that you want to pull from the database and plan.  In the Service 
Pool Secondary Travel $ Distribution Planning Folder, the data that you specify is the 
following:

Center The Center for which you are planning
Budget Year The Budget year you are planning
Agency Version The Agency Version you are working in (A001= Center 

PrePOP, A002= Center POP, A003 = Enterprise Review, 
A004=Agency Review,  A005 = OMB Submit, A006 = 
Congressional Submit)

Center Version The Center Version you are working in (C001-C005)
Service Pool The service pool from which FTEs are distributed
Organization NASA organization from which FTEs are distributed
Fiscal Year The fiscal year you are working in (Budget Year – 2) 

(used for phasing layouts and delta layouts)

Header AreaHeader Area
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What goes in the Input Layout?

1) Click the append row button to add a row. 
2) Enter the following:

Guide Type Inguide or Overguide
OG Type Overguide type: For Inguide data, always use the unassigned 

(#) value.  For Overguide data, options are New Initiative 
(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).

Sub-Pool List of sub-pools for a Service Pool.
FTEs per Year Enter Travel dollars for two previous years, the budget year and

four outyears

Travel $ Annual Input Layout - Input AreaTravel $ Annual Input Layout - Input Area

3) Click the Refresh/Resort button to sort the row of data that you entered.
4) Click the Recompute button to update the sub-pool Travel dollars.
5) Repeat for all of the sub-pools that you are responsible for.
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Where can I see the output?

1) Click the Travel $ (Annual) output button to view the output area. 

2) The following information is shown:
Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative (NEWINIT), 

Augmentation (AUGMENT) or Price (PRICE). 
Sub-Pool The sub-pool assigned to the Travel dollars.
FY 20XX $ Travel dollars for two previous years, the budget year, and four

outyears

Travel $ (Annual) Output Layout Travel $ (Annual) Output Layout 
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Secondary FTE & Travel $ Distro. –
Debrief

� The previous section demonstrated how to accomplish secondary FTE 
and Travel dollar distribution.

� The next section will briefly discuss Business Rules & Version Control, 
followed by Service Pool Authorizer exercises covering FTE and Travel 
dollar distribution.
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Business Rules
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Business Rules Display

� Once you click on the Check 
ALL Bus. Rules, the list of 
business rules will appear. 

The Business Rules will be 
categorized and totaled Red, 
Yellow, Green and Stop.  

Green – Business Rule passed

Stop – Prohibits you from proceeding

Red – Business Rule failed

Yellow – Business Rule warned

FYI! Business Rules are application checks that verify data within the system. 
For example, business rules advise end-users if Authorized FTEs match 
Requested FTEs before being copied to the final version.
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Version Control
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Agency and Center Version Control
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C001 Baseline budget data carried over from previous year

C002
Direct and Indirect rates established for Corporate and 
Center G&A, Service Pools, and Projects.  Pools 
establish capacity.

C003 Project/Pool negotiations. Allocation of excess from Pools 
to Projects.

C004 Cost finalization and Final Center Director Approval.

C005 Code X area for strategic planning and “what-if” 
scenarios.

C001 Baseline budget data carried over from previous year

C002
Direct and Indirect rates established for Corporate and 
Center G&A, Service Pools, and Projects.  Pools 
establish capacity.

C003 Project/Pool negotiations. Allocation of excess from Pools 
to Projects.

C004 Cost finalization and Final Center Director Approval.

C005 Code X area for strategic planning and “what-if” 
scenarios.

Enterprise balancing; no center input unless 
enterprise requests changes or rebalancing 
required due to Enterprise modifications.

Agence balancing; no center input unless 
enterprise/Code B requests changes or 
rebalancing required due to modifications.

No Center input

No Center input

CENTER VERSIONAGENCY VERSION

A005

A006

A003

A001

A002

A004

BUDGET CYCLE ACTIVITY

OMB Submit

Congressional Submit

Enterprise POP

Agency POP

Center Pre-POP

Center POP
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Exercises: FTE and Travel $ Distro.

Using your exercise handout, go to 
Service Pool Authorizer: FTE and Travel $ 
(steps 1-15) Distributions

Annual Scenario:  You are a Service Pool Authorizer for the Ames 
Research Center (ARC).  During Pre-POP and/or POP, you are 
responsible for distributing the civil service full-time equivalents 
(FTEs) and Travel $ to the appropriate Pools.  Your control totals 
have already been distributed in the Primary Distribution exercise.  
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Service Pool Requester
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Distributing FTEs, Travel $, SP 
Units, Other Direct $, and WYEs

� Goal: The section of Service Pool Requester will 
examine distributing FTEs, Travel $, Service Pool 
Units, Other Direct $, and WYEs to the Service 
Pools.
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Process Flow (Annual Planning)

Open 
Svc Pool (FTE,

Travel, SP, 
Other Dir $, WYE) 

folder

���� Logon ���� ����
Enter

Header
Data

����

Save
Data

���� View
Reports

Annual Request
Of FTEs from
Organizations

���� Annual Request
Of Travel $ from
Organizations

				 Annual Request
For Sub-pool usage
From Organizations





 Annual Planning
Of Other

Direct $ by 
Organizations

���� Annual Planning
Of WYEs from
Organizations

����
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� Goal: Request FTEs from organizations to staff 
Service Pools.

� Steps: Entering header data: 
1. Log On
2. Enter Header Data
3. Open Svc Pool (FTE, Travel, SP, 

Other Dir $, WYE) folder.
4. Enter Header Data
5. Click on FTE (Annual) Button

Requesting FTEs
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Svc Pool (FTE, Travel, SP, 
Other Dir $, WYE)
FTE (Annual) Input LayoutFTE (Annual) Input Layout

Header DataHeader Data
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What is header data?

Header data is the data that you want to pull from the database and plan.  In the Service 
Pool Secondary Travel $ Distribution Planning Folder, the data that you specify is the 
following:

Center The Center for which you are planning
Budget Year The Budget year you are planning
Agency Version The Agency Version you are working in (A001= Center 

PrePOP, A002= Center POP, A003 = Enterprise Review, 
A004=Agency Review,  A005 = OMB Submit, A006 = 
Congressional Submit)

Center Version The Center Version you are working in (C001-C005)
Service Pool The service pool from which FTEs are distributed
Organization NASA organization from which FTEs are distributed
Fiscal Year The fiscal year you are working in (Budget Year – 2) 

(used for phasing layouts and delta layouts)

Header AreaHeader Area
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What goes in the Input Layout?

1) Click the append row button to add a row. 
2) Enter the following:

DIR/OTH Direct or Other (Direct FTEs are used by projects, Other 
FTEs remain in the pool).

Guide Type Inguide or Overguide
OG Type Overguide type: For Inguide data, always use the unassigned 

(#) value.  For Overguide data, options are New Initiative 
(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).

NASA Org The organization requesting FTEs.
LC Labor Category
FY 20XX FTEs Enter FTEs for two previous years, the budget year and four 

outyears

FTE Annual Input Layout - Input AreaFTE Annual Input Layout - Input Area
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What goes in the Input Layout? 
(Cont.)

3) Click the Refresh/Resort button to sort the row of data that you entered.
4) Click the Recompute button to update the sub-pool FTE requests.
5) Click the Refresh FTE Rate button to pull the current FTE rate. This updates 

the FTE dollars in the output layout.
6) Repeat for all of the sub-pools that you are responsible for.

FTE Annual Input Layout - Input AreaFTE Annual Input Layout - Input Area

Note:  You could also pre-populate the FTE requests from the authorized FTE quantity by 

Clicking the                                                button.   Pressing this button will populate  the 

FTE requests from Authorized FTE amounts in the C000 version.
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Where can I see the output?

1) Click the FTE and $ (Annual) output button to view the output area. 

2) The following information is shown:
Source Source of Planned FTEs:  Direct = Planned by YOU.  Other Sources

are other Service Pools, identified by the pool name in this column.
Detail Detail of the Source:  the detail for Direct is always #.  Other details are 

service sub-pools, identified by the sub-pool name in this column.
DIR/OTH Direct or Other (Direct FTEs are used by projects, Other FTEs remain in 

the pool).
Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative (NEWINIT), 

Augmentation (AUGMENT) or Price (PRICE).

FTE and $ (Annual) Output Layout FTE and $ (Annual) Output Layout 
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Where can I see the output? 
(Cont.)

3) The following information is shown (continued):
NASA Org The organization requesting FTEs.
LC Labor Category
FY 20XX FTEs FTEs for two previous years, the budget year, and four outyears
FY 20XX $ Labor dollars for two previous years, the budget year, and four 

outyears

FTE and $ (Annual) Output Layout FTE and $ (Annual) Output Layout 

Note: You will not see Labor costs in this output view unless you first push the “Refresh 

FTE Rate”                                             planning function in the input area.
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Exercise: Requesting FTEs

Using your exercise handout, go to 
Service Pool Requester: Requesting FTEs 
(steps 1-7) 

Annual Scenario:  You are a Service Pool Requester for the Ames 
Research Center (ARC).  During Pre-POP and/or POP, you are 
responsible for distributing civil service full-time equivalents 
(FTEs) to the appropriate Pools.  
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� Goal: Request Travel Dollars from organizations to 
be used by Service Pools.

� Steps: Entering header data: 
1. Log On
2. Enter Header Data
3. Open Svc Pool (FTE, Travel, SP, 

Other Dir $, WYE) folder.
4. Enter Header Data
5. Click on Travel $ (Annual) Button

Requesting Travel $
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What goes in the Input Layout?

1) Click the append row button to add a row. 
2) Enter the following:

DIR/OTH Direct or Other (Direct Travel dollars are used by projects, 
Other Travel dollars remain in the pool).

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative 

(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).
NASA Org The organization from which Travel dollars are being 

requested.

Travel $ Annual Input Layout - Input AreaTravel $ Annual Input Layout - Input Area
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What goes in the Input Layout? 
(Cont.)

2) Enter the following (continued):
FY 20XX Travel $ Enter Travel dollars for two previous years, the budget year 

and four outyears
3) Click the Refresh/Resort button to sort the row of data that you entered.
4) Click the Recompute button to update the sub-pool Travel dollars.
5) Repeat for all of the sub-pools that you are responsible for.

Travel $ Annual Input Layout - Input AreaTravel $ Annual Input Layout - Input Area

Note:  You could also pre-populate the Travel $ requests from the authorized Travel $

quantity by  clicking the                                      button.   Pressing this button will 

populate  the Travel $ requests from Authorized Travel $ amounts in the C000 version.
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Where can I see the output?

1) Click the Travel $ (Annual) output button to view the output area. 

2) The following information is shown:
Source Source of Planned Travel dollars:  Direct = Planned by YOU.  Other 

Sources are other Service Pools, identified by the pool name in this 
column.

Detail Detail of the Source:  the detail for Direct is always #.  Other details are 
service sub-pools, identified by the sub-pool name in this column.

DIR/OTH Direct or Other (Direct Travel $ are used by projects, Other Travel $ 
remain in the pool).

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative (NEWINIT), 

Augmentation (AUGMENT) or Price (PRICE).

Travel $ (Annual) Output Layout Travel $ (Annual) Output Layout 
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Where can I see the output?

3) The following information is shown (continued):
NASA Org The organization requesting Travel $.
FY 20XX $ Travel dollars for two previous years, the budget year, and 

four outyears

Travel $ (Annual) Output Layout Travel $ (Annual) Output Layout 
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Exercise:  Requesting Travel $

Using your exercise handout, go to 
Service Pool Requester: Travel $ 
Distribution (steps 8-13)

Annual Scenario:  You are a Service Pool Requester for the Ames 
Research Center (ARC).  During Pre-POP and/or POP, you are 
responsible for distributing Travel $ to the appropriate Pools. 
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� Goal: Request Service Pool units from 
organizations to be used by Service Pools.

� Steps: Entering header data: 
1. Log On
2. Enter Header Data
3. Open Svc Pool (FTE, Travel, SP, 

Other Dir $, WYE) folder.
4. Enter Header Data
5. Click on SP Units (Annual) Button

Requesting Service Pool Units
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What goes in the Input Layout?

1) Click the append row button to add a row. 
2) Enter the following:

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative 

(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).
BA Business Area (Center)
NASA Org The organization which is requesting SP Units. 
Service Pool The Service Pool from which SP Units are being requested.
Sub-pool The Service Sub-pool from which SP Units are being 

requested.

SP Units Annual Input Layout - Input AreaSP Units Annual Input Layout - Input Area
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What goes in the Input Layout? 
(Cont.)

3) Enter the following (continued):

FY 20XX Units The quantity of units requested.

4) Click the Refresh/Resort button to sort the row of data that you entered.
5) Click the Recompute button to update the requested SP Units.
6) Click the Refresh SP Rate button to pull the current SP rate.  This updates the 

SP dollars in the output layout
7) Repeat for all of the sub-pools that you are requesting services from.

SP Units Annual Input Layout - Input AreaSP Units Annual Input Layout - Input Area
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What goes in the Input Layout? 
(Cont.)

SP Units Annual Input Layout - Input AreaSP Units Annual Input Layout - Input Area

Note:  You could also pre-populate the SP Unit requests from the estimated SP usage
quantity (set in the Service Pool – Revenue Planning folder) by  clicking the

button.   Pressing this button will 

populate the SP unit requested amount to the SP unit estimated usage in the C000 
version of the SP Revenue plan.
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What goes in the Input Layout? 
(Cont.)

SP Units Annual Input Layout - Input AreaSP Units Annual Input Layout - Input Area

Note:  In order to see the SP $ associated with your SP Unit request in the output area, 

you must first click the                                        button to apply the service pool rate 

stored in the C000 version of the Capacity/Rate Plan.
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What goes in the Input Layout? 
(Cont.)

SP Units Annual Input Layout - Input AreaSP Units Annual Input Layout - Input Area

Note: Prior to submitting your changes to version control, you need to click the

button so that the service pool you are planning (in the header) 

receives its share of costs of other service pools it subscribes to.  These costs are

comprised of FTEs, FTE $, Travel $, Other Direct $, and WYEs and are based on the 

percentage of the requested service pool’s capacity being consumed by the service pool 

for which you are planning.
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Where can I see the output?

1) Click the SP Units and $ (Annual) output button to view the output area. 

2) The following information is shown:
Source Source of Planned SP Units:  Direct = Planned by YOU.  Other 

Sources are other Service Pools, identified by the pool name in 
this column.

Detail Detail of the Source:  the detail for Direct is always #.  Other
details are service sub-pools, identified by the sub-pool name in 
this column.

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative (NEWINIT), 

Augmentation (AUGMENT) or Price (PRICE).
BA Business Area (center)
NASA Org The organization which is requesting SP Units. 

SP Units and $ (Annual) Output Layout SP Units and $ (Annual) Output Layout 
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Where can I see the output? 
(Cont.)

3) The following information is shown (continued) :
Service pool Requested Service Pool
Sub-pool Requested Service sub-pool
UOM Unit of Measure
SP Type ASP = Allocated Service Pool, DSP = Demand Service Pool
FY20XX Units The number of service pool units requested
FY20XX $ The cost of the subscription to the requested service pool.

SP Units and $ (Annual) Output Layout SP Units and $ (Annual) Output Layout 
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Exercise: Requesting SP Units

Using your exercise handout, go to 
Service Pool Requester: Requesting 
SP Units (steps 14-19)

Annual Scenario:  You are a Service Pool Requester for the Ames 
Research Center (ARC).  During Pre-POP and/or POP, you are 
responsible for distributing SP units to the appropriate Pools. 
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� Goal: Plan Other Direct Dollars by organizations to 
be used by Service Pools.

� Steps: Entering header data: 
1. Log On
2. Enter Header Data
3. Open Svc Pool (FTE, Travel, SP, 

Other Dir $, WYE) folder.
4. Enter Header Data
5. Click on Other Dir $ (Annual) 

Button

Planning Other Direct Dollars
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What goes in the Input Layout?

1) Click the append row button to add a row. 
2) Enter the following:

DIR/OTH Direct or Other (Direct dollars are attributable to projects, 
Other dollars remain in the pool).

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative 

(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).
NASA Org The organization by which Other Dir dollars are being 

planned.
FS Fund Source

Other Dir $ Annual Input Layout - Input AreaOther Dir $ Annual Input Layout - Input Area
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What goes in the Input Layout? 
(Cont.)

3) Enter the following (continued):
3) Contract Contract number or “#” if a contract number has 

not been assigned yet.
4) Vendor Name Vendor name associated with the contract. 

(populated based on Contract # selected, not user-entered)
5) CICommitment Item
6) Prior Year(s) $ The sum of all prior year costs
7) FY20XX $ Other Direct $ for FY20XX

4) Click the Refresh/Resort button to sort the row of data that you entered.
5) Click the Recompute button to update the Other Direct $.
6) Repeat for all of the other direct dollars for the sub-pool.

Other Dir $ Annual Input Layout - Input AreaOther Dir $ Annual Input Layout - Input Area
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Where can I see the output?

1) Click the Other Dir $ (Annual) output button to view the output area. 

2) The following information is shown:
Source Source of Planned Other Direct $:  Direct = Planned by YOU.  

Other Sources are other Service Pools, identified by the pool 
name in this column.

Detail Detail of the Source:  the detail for Direct is always #.  Other
details are service sub-pools, identified by the sub-pool name in 
this column.

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative (NEWINIT), 

Augmentation (AUGMENT) or Price (PRICE).

Other Dir $ Annual Output Layout Other Dir $ Annual Output Layout 
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Where can I see the output? 
(Cont.)

3) The following information is shown (continued):
NASA Org The organization which is requesting Other Direct $. 
FS Fund Source
Contract Contract number if assigned, otherwise #.
Vendor Name Vendor Name
CI Commitment Item
Prior Year(s) $ The sum of all prior year costs
FY20XX $ Other Direct $ for FY20XX

Other Dir $ Annual Output Layout Other Dir $ Annual Output Layout 
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Exercise: Other Direct $

Using your exercise handout, go to 
Service Pool Requester: Requesting Other
Direct $ (steps 20-23)

Annual Scenario:  You are a Service Pool Requester for the Ames 
Research Center (ARC).  During Pre-POP and/or POP, you are 
responsible for distributing Other Direct $ to the appropriate Pools.  
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� Goal: Request WYEs from organizations to be 
used by Service Pools.

� Steps: Entering header data: 
1. Log On
2. Enter Header Data
3. Open Svc Pool (FTE, Travel, SP, 

Other Dir $, WYE) folder.
4. Enter Header Data
5. Click on WYE (Annual) Button

Requesting WYEs
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What goes in the Input Layout?

1) Click the append row button to add a row. 
2) Enter the following:

DIR/OTH Direct or Other (DIRECT WYEs are attributable to projects, 
OTHER WYEs remain in the pool).

Guide Type Inguide or Overguide
OG Type Type of Overguide: Unassigned (#), New Initiative 

(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).
NASA Org The organization requesting WYEs.
Contract Contract number or “#” if a contract number has not been 

assigned yet.

WYE Annual Input Layout - Input AreaWYE Annual Input Layout - Input Area
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What goes in the Input Layout? 
(Cont.)

3) Enter the following (continued):
3) Vendor Name Vendor name associated with the contract. 

(populated based on Contract # selected, not user-entered) 
4) FY20XX WYEs Number of WYEs requested for FY20XX

4) Click the Refresh/Resort button to sort the row of data that you entered.
5) Click the Recompute button to update WYEs.
6) Repeat for all of the WYEs for the sub-pool.

WYE Annual Input Layout - Input AreaWYE Annual Input Layout - Input Area
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Where can I see the output?

1) Click the WYE (Annual) button in the output area
2) The following information is shown:

Source Source of Planned WYES  Direct = Planned by YOU.  Other 
Sources are other Service Pools, identified by the pool name 
in this column.

Detail Detail of the Source:  the detail for Direct is always #.  Other
details are service sub-pools, identified by the sub-pool name 
in this column.

DIR/OTH Direct or Other (DIRECT WYEs are attributable to projects, 
OTHER WYEs remain in the pool).

Guide Type Inguide or Overguide

WYE Annual - Output AreaWYE Annual - Output Area
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Where can I see the output? 
(Cont.)

3) The following information is shown (continued):
OG Type Type of Overguide: Unassigned (#), New Initiative 

(NEWINIT), Augmentation (AUGMENT) or Price (PRICE).
NASA Org The organization requesting WYEs.
Contract Contract number or “#” if a contract number has not been 

assigned yet.
FY20XX WYEs The number of WYEs.

WYE Annual - Output AreaWYE Annual - Output Area
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Exercise: Requesting WYEs

Using your exercise handout, go to 
Service Pool Requester: Requesting WYEs 
(steps 24-26)

Annual Scenario:  You are a Service Pool Requester for the Ames 
Research Center (ARC).  During Pre-POP and/or POP, you are 
responsible for distributing the work-year equivalents (WYE) to the 
appropriate Pools.  
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Phasing
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Phasing 

� During initial and mid-year phasing plan creation, 
phasing occurs for projects, service pools, Center G&A 
and Corporate G&A using manual entry or algorithms 
built into the system.

� Phasing Topics:
� How to phase
� Phasing algorithms
� Incremental and cumulative

phasing
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Phasing Algorithms

� Straight-Line:
� Uses the same percentage in each month (Total / 12)

� User-Defined:
� Allows you to define a series of percentages to apply to the amounts 

for each month
� Ramp Up: (Only Available for WYEs,Travel, & SP)

� Amount increases each month & average equals the annual planned
� Ramp Down: (Only Available for WYEs,Travel, & SP)

� Amount decreases each month & average equals the annual planned
� Manual:

� Manually enter the numbers Cost Center by Cost Center.
� Cumulative Phasing

� Carries in prior year money available monthly 
� Incremental Phasing

� Shows the entire amount of money carried in from prior years that has 
been phased up to the current month

� Each button, if used, applies the same algorithm to all of the Cost Center that were 
planned during the annual planning.
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� We will be doing exercises pertaining to Phasing.  Therefore, we will 
review the steps needed to phase.

� Goal: Use the phasing input areas to phase Service Pool requests for 
FTEs, FTE $, Travel $, Service Pool Units, Other Direct Costs, and 
WYEs. 

� Why: The Service Pool Requestor is responsible for developing the 
phasing plan that will be used in the execution year to track monthly 
status and variances.

Phasing Goal
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Header Data for Phasing

Service Pool Requester Header AreaService Pool Requester Header Area

Center The two-digit Center number (24).
Budget Year The Budget year you are planning.
Agency Version The Agency Version you are working in
Center Version The Center Version you are working in (C001-C005).
Center G&A The Cost Center making the request.
Fiscal Year The fiscal year you are phasing.
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Input AreaInput Area

Secondary Service Pool Phasing
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Secondary Service Pool Phasing

Output AreaOutput Area
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Straight-Line Phasing of FTEs

Straight-Line FTE (Phase) – Input AreaStraight-Line FTE (Phase) – Input Area

1) In the Header Area, ensure the fiscal year is set the year you want to plan.
2) Select the appropriate FTE (Phase) input layout.
3) Click the Straight-Line button.  All of the FTEs you have planned will appear in 

each month for the fiscal year.
4) Make any adjustments to the numbers.
5) Click the Transfer Variables button to sort the data you entered.
6) Click the Recompute button to total your rows and move the data to the output 

area
7) View the resulting output in the FTE and $ (Phase) output area.
8) Click the save button when complete.
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Ramp Up & Ramp Down

Travel $ (Phase) – Input AreaTravel $ (Phase) – Input Area

1) In the Header Area, ensure the fiscal year is set the year you want to plan.
2) Select the appropriate input layout.
3) Click the Ramp Up or Ramp Down. 
4) Make any adjustments to the numbers.
5) Click the Transfer Variables button to sort the data you entered.
6) Click the Recompute button to total your rows and move the data to the 

output area
7) View the resulting output in the output area.
8) Click the save button when complete.
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User-Defined Phasing of FTEs

User-Defined % (Phase) – Input AreaUser-Defined % (Phase) – Input Area

1) In the Header Area, ensure the fiscal year is set to the fiscal year you want to 
phase.

2) In the input area, scroll to the right until you see the User-Defined % (Phase) button. 
3) Enter the percentages you want to phase with. (The average of the cells in a row 

must add up to 100).
(continued)

Note:  Unlike most of the other input areas, the User-Defined % (Phase) input area does 

not require you to click either the Transfer Variables button 

or the Recompute button.                                      Do not worry, your data will be saved.
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User-Defined Phasing of FTEs

User Defined FTE (Phase) – Input and Output AreasUser Defined FTE (Phase) – Input and Output Areas

4) In the input area, click the FTE (Phase) button. 
5) In the lower-level of input area buttons, click the User Defined button to apply the 

percentages to the annual numbers.
6) View the resulting FTE output in the FTE and $ (Phase) output area.
7) Click the Save button when complete.
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Manual Phasing of FTEs

1) In the Header Area, ensure the fiscal year is set to year you want to phase.
2) In the input area, click on the FTE (Phase) button.
3) Click on the append a row button to add a row.
4) Enter the direct/other, guide type, overguide type, Cost Center, labor category, and 

the monthly numbers for the Cost Center.
5) Click the transfer variables button to sort the new row.
6) Repeat for each Cost Center.
7) Click the Save button when complete.

FTE (Phase) – InputFTE (Phase) – Input
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Phasing FTE$, 
Travel, SP, and WYEs

� The Phasing Algorithm buttons work the same way for each of the other 
areas not demonstrated
� FTE $ 
� Travel
� Service Pools 
� WYEs

� Each has an output area where you can see the associated dollars by 
month.
� FTE and $ (Phase)
� Travel $ (Phase) 
� SP Units and $ (Phase)
� Other Direct $ (Phase)
� WYE (Phase) 

������

������
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Incremental and 
Cumulative Phasing

� The difference between Incremental vs. Cumulative Phasing 
layouts:
� Incremental layout depicts the monthly phased $ for a single 

month in the month columns.
� Cumulative layout depicts the year-to-date phased $ in the 

month columns.

Incremental

Cumulative

The same data presented differently
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Phase $ - Incremental

FTE $ (Phase) - IncrementalFTE $ (Phase) - Incremental

1) In the Header Area, ensure the fiscal year is set the year you want to plan.
2) In the input area, click the FTE $ (Phase) – Incremental button.
3) Enter Carry In values for:

OBS – Prior PY Prior Program Year money available to obligate
COSTS – Prior PY Obligated Prior Program Year money available to cost.
COSTS – Prev PY The sum of all Obligated money available to cost 

(predating the Prior PY).
COSTS – TOTAL Total of all your Program Year costs
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Phase $ - Cumulative

FTE $ (Phase) - CumulativeFTE $ (Phase) - Cumulative

1) In the Header Area, ensure the fiscal year is set the year you want to plan.
2) Select the FTE $ (Phase) – Cumulative input layout.
3) Enter Carry In values for:

OBS – Prior PY Prior Program Year money available to obligate
COSTS – Prior PY Obligated Prior Program Year money available to cost.
COSTS – Prev PY The sum of all Obligated money available to cost (predating 

the Prior PY).
COSTS – TOTAL Total of all your Program Year costs
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Center The two-digit Center number (24).
Budget Year The Budget year you are planning.
Agency Version The Agency Version you are working in
Center Version The Center Version you are working in (C001-C005)
Center G&A The Cost Center you are phasing for
Fiscal Year The fiscal year you are phasing
Guide Type Inguide or Overguide

(continued)
Overguide Type Overguide type: New Initiative, Augment, Price or (#) 

unassigned. You must enter unassigned (#) if you 
selected inguide

Org/Cost Center The Cost Center from which Other Dir $ are being 
requested

Fund Source Fund Source
Contract The contract number (or “#” if a contract number has 

not been assigned yet)
Commitment Item Commitment Item

Header Data for 
Other Direct $ Phasing
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Incremental Phasing –
Other Direct $ 

Incremental Phasing of Other Direct $ - Input AreaIncremental Phasing of Other Direct $ - Input Area

1) In the Header Area, ensure the fiscal year is set the year you want to plan.
2) Click the Incremental button.
3) Enter Carry In values for:

OBS – Prior PY Prior Program Year money available to obligate
OBS – Curr PY Current Program Year money available to obligate
COSTS – Prev PY The sum of all Obligated money available to cost 

(predating the Prior PY).
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4) Enter Carry In values for (continued):
COSTS – Prior PY Obligated Prior Program Year money available to 

cost.
COSTS – Curr PY Current year obligated money to be costed
COSTS – TOTAL Total of all your Program Year costs

Incremental Phasing –
Other Direct $ 

Incremental Phasing of Other Direct $ - Input AreaIncremental Phasing of Other Direct $ - Input Area
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Cumulative Phasing –
Other Direct $ 

Cumulative Phasing of Other Direct $ - Input AreaCumulative Phasing of Other Direct $ - Input Area

� Reminder: Cumulative phased data is the same 
as Incremental phased data only presented 
differently. Therefore, we will not review 
Cumulative phased data during this course.
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Review Travel Dollars Phasing 
Plan 

� Goal: Review Travel Dollar requests submitted by 
Service Pool Requesters.

� Entering header data: 
1. Log On
2. Open Service Pools – Secondary Travel $ Dist 

Folder
3. Enter Header Data
4. Click on Travel $ (Phase) Button in the output area
5. Click on the Travel $ (Phase) – Incremental button in 

the output area
6. Click on the Travel $ (Phase) – Cumulative button in 

the output area
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Service Pools –
Secondary Travel $ Dist Folder

Travel $ (Phase) Output LayoutTravel $ (Phase) Output Layout

1) Click the Travel $ (Phase) output button to view the output area. 

2) The following information is shown:
Guide Type Inguide or Overguide
OG Type The type of Overguide: New Initiative, Augment, Price, and (#) 

unassigned.
Sub-Pool The sub-pool the Travel dollars are assigned to.
Oct - Sep $ Travel dollars for each month of the Fiscal Year
Total 20XX $ The total Travel dollars for all months of the Fiscal Year.
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Service Pools –
Secondary Travel $ Dist Folder

Travel $ (Phase) - Incremental Output LayoutTravel $ (Phase) - Incremental Output Layout

3) Click the Travel $ (Phase) Incremental output button to view the output area. 

4) The following information is shown:
Rows:
OBS – Prior PY Obligation plan for prior program year dollars
OBS – Curr PY Obligation plan for current program year dollars
COSTS – Prev PY Cost plan for ALL previous program years before Curr PY and 

Prior PY dollars
COSTS – Prior PY Cost plan for prior program year dollars
COSTS – Curr PY Cost plan for current program year dollars
COSTS – TOTAL Cost plan of all your Program Year dollars (not a summation of 

prior 3 rows)
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Service Pools –
Secondary Travel $ Dist Folder

Travel $ (Phase) - Incremental Output LayoutTravel $ (Phase) - Incremental Output Layout

5) The following information is shown (continued):
Columns:
Carry In Balance carried in from Previous and Prior Years
Oct – Sep $ Phased Travel dollar plan for each month of the Fiscal 

Year, shown in monthly incremental values
Total 20XX $ Total of monthly phased Travel dollars.
Carry Out Balance planned to be carried out for Current, Prior, and 

Previous year dollars
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Service Pools –
Secondary Travel $ Dist Folder

Travel $ (Phase) - Cumulative Output LayoutTravel $ (Phase) - Cumulative Output Layout

1) Click the Travel $ (Phase) Cumulative output button to view the output area. 

2) The following information is shown:
Rows:
OBS – Prior PY Obligation plan for prior program year dollars
OBS – Curr PY Obligation plan for current program year dollars
COSTS – Prev PY Cost plan for ALL previous program years before Curr PY and 

Prior PY dollars
COSTS – Prior PY Cost plan for prior program year dollars
COSTS – Curr PY Cost plan for current program year dollars
COSTS – TOTAL Cost plan of all your Program Year dollars (not a summation of 

prior 3 rows)
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Service Pools –
Secondary Travel $ Dist Folder

Travel $ (Phase) - Cumulative Output LayoutTravel $ (Phase) - Cumulative Output Layout

3) The following information is shown (continued):
Columns:
Carry In Balance carried in from Previous and Prior Years
Oct – Sep $ Phased Travel dollar plan for each month of the Fiscal 

Year, shown in monthly cumulative values
Total 20XX $ Total of monthly phased Travel dollars.
Carry Out Balance planned to be carried out for Current, Prior, and 

Previous year dollars
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Exercise: Service Pool Phasing

� Annual Scenario: You are a Center Service Pool Requester for 
the Ames Research Center (ARC).  During Pre-POP and/or POP, 
you are responsible for phasing the civil service FTEs, travel $, 
service pool, other direct cost, and work-year equivalent (WYE) 
annual requirements needed to support your Center Service Pool. 
You now want to phase these requests

Using your exercise handout, go to 
Service Pool Requesters: Phasing 
(steps 1-33)
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Welcome to Budget Welcome to Budget 
FormulationFormulation

BW Report ViewerBW Report Viewer
OverviewOverview
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Course Objectives

� At the end of this course, individuals should be 
able to
� Log into the Budget Formulation BW Reports 

website.
� Define report parameters
� Run Budget Formulation BW Reports
� Manipulate report 
� Print reports
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Topic 1  

Logging In
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Logging In

� Mac Users
� Logon to NISSU / Citrix

� URL
� https://utility.nasa.gov

NISSU Application
Options

NISSU Logon
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Logging In (Cont.)

� PC Users
� Go To IE
� URL:

� https://access.ifmp.nasa.gov
� Choose Budget Formulation
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Logging In (Cont.)

� You will be prompted to enter your User Name and 
Password
� Enter your SEM User Name and Password

User - ID

User - pwd
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Logging In (Cont.)

� Main Menu of Budget Formulation Reports Portal
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Using the pull-down menus

• The lavender colored pull-down menus contain 
links to each of the reports in the system. 

Select a report by:

� Hover over a top level menu item until it turns yellow
� Click the yellow menu item
� A sub-menu will appear
� Navigate through the sub-menu by hovering over the menu 

options
� Click on the menu item of the report that you wish to run
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Using the pull-down menus

• Pull Down Menu ‘sample’
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Topic 3  

Viewing Reports
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Viewing Reports

� Once you have finished entering your variables and 
have clicked the “Execute” button, your report is 
displayed
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Entering Variables

� Once you have selected a report, you will be prompted to 
enter variables for the report

� The report will use the variables you enter to determine which 
records should be displayed (just like the header area in planning 
folders)
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Screen Tour

� Features of the navigation block
� Drill-down
� Drill-across
� Filter Value

� Miscellaneous
� Click the icon to hide the Navigation block, Variables block, or

the Data block of a report

� Click the icon to show the Navigation block, Variables block, or
the Data block of a report

� Dollar amounts are expressed in thousands ($810,000)
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Context Menu

� Some useful features of the context menu
� Exporting data to Excel
� Sorting rows
� Bookmaking
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Topic 4  

Printing Reports
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Printing Reports

� Reports can be formatted for printing so that

� Page numbers appear

� Screen colors are removed

� Data fits better on a page

� Headers and footers are included on each page
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Printing Reports

� To generate printable output
1. Run a report.
2. Click the “Print Reports” menu item
3. Click the “Print Table 1” sub-menu
4. Adjust print settings
5. Print.
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Adjusting Print Settings
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End of Course Review
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� Individuals should now be able to:


 Perform Secondary Distribution of FTEs and 
Travel Dollars to Service Sub-pools.


 View phasing plans done by requestors for 
FTEs, Travel Dollars, SP Units, Other Direct 
Dollars, and WYEs


 Access and manipulate Service Pool reports

Review Objectives & Expectations
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Congratulations!
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Training Course Feedback

� The training course feedback will:
� Assess the effectiveness of the instruction and 

training materials for the course


